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JU I MiWl i« sad* t» CU Adsinistrati’w Instruction 80-04 authorising 
roa/oo to oatahHah * central translation sorvloa for 0X4* Accordingly* there 
is auSndttid hsrssith a tenbativa Table of organ! cation for this our division 
is FsrslgjEt 


2, the nuobsr of linguists required to proride adequate l angu a g e cover- 
age to nest the needs of CIA offisss (indicated as first priority la Paragraph 
S of >hnT» asntilnnsit instruotion) has baas detenained from as actual page 
oount of roquiroBsats received through OCO for an average »oet!h. For detailed 
atatisties set Append!* 1. This results is the following ma&ers for CU re- 


ResaUs language translators 
* * 


lengnagr trano labors 

• m 


la fbe mmbmr ef Hngulata required to neat the needs of the deport- 
„ intelUgaose agencies (indicated as priorities I# 8 asA 4 is Paragraph 
8 of ah'jveuiwnrHonart ir* traction) has been dctcrsdned ss above (see Appendix 
S far details) and in&leetee the following 
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4m Tbs abowe indicated gu s he rs do nob tide* into account enticipjcted is® 
srceswrV'n reqpftraiftiits at the result of Ida eatsbUshaeKt of this service and 
as • result of re$iireaents developing fra» Periodical Abstracts* a fair 
eetiwsbe for such future increases shouldLbe JBC^. This would men «n addition 
of I jUtognlcts to Fwrftgrsph 2 above and JLinpdats to ftrscnp ti 2 above# 25X1 

i« the ranker of clerical personnel seeded to assist the division in its 
work has been calculated aft follows t 

«• His estimated that at full strength the linguist* in 
the division could produce approximately E16 pages a dap of which 
IS pages would act have to be typed* 

b» tor d cttbl ft-a peea d oopy to ba produced by olerioal p*r- 
•enel# it has been astianted that 1 typist should do SO pages 

a day* 

o* It is* therefore# believed that 10 olerieal personnel 
will be required to Beet the anticipated full-strength produc- 
tion of 300 pages a day. 

*. 

§» Xt is believed that of the 900 page* a day pr oduced by the division 
faU-etrswgth# approximately one-half will go to th* Editorial Section fbr re- 
production la accordance with CIA establiehsd fora* Consequently# a alight 
iTwifesee la the Editorial Section of Foreign c oousaent« Branch would be required 

ee follows i 


7ft edit the estimated ISO pages doubXe-epaCed copy par 
tional editors. 


average < 

i |*ddi' ; 


be 7ft type ea standard ditto or mines stencil where ca 

Id siaglft-spaced stencils per typist per day Is used 
tional typists* 


?e In order to supervise# adsinistar and shack the results of work pro- 


duced % thg f l inguists in the division ft Division Chief and tec Assistant 


Chiefs would be required# 


S« Tentative Table of organisation for this division ay be found Is 
Appendix 3* 


9e dab descriptions fee* Division Chief# CAF-1I* Assistant Chiefs# CAP-11# 
Multi-language Translators* CAF-fi and 3# and Clsrk-atanaa# CAF-d# will be found 
is Appendix 4* The requested ratings for linguist personnel are CAF-S to CAP-© 

jrooeSe^or which allowance is snds as to the lndividuif^”^^ - 
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shill t/ in one or core nuropeun i«a» te u.A fe e«, one or acre oriental iwxi^u^eb, or 
e ooabination of mo/ of tuese. It is oeiieved m~.t joia descriptions for ^er— 
•onus! ote«r Utun tnose i&cxuced in append lx 4 nave mm eeteiiiiateed and 
approved by the Civil Service Coanission. 

10. total additional personnel re^uiretssotb for foreign Documents 
Brsnen, cased on tee wttecnec tentative T/u for tee Translation Service 
Division are as foflovsi 




dnguiets to fulfill Oil requests 
.intuit ts to fulfill departmental requests 
/piste for Translation Service Division 


iditore 

/piste 
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to to added to JPfiB/JSuitoriai Division to deal 
with me increased «or*-load on mis Division 


dainistrttive personnel for Translation Service Division 


25X1 


Deputy Assistant Director 
Office of Operations 



Approved For Release 2003/1 2/^j- ! ;CJ f$| 


06R000200050051 -6 







ArvENUlX 4 

TentatiA^RTpsed For Release 2003/12/22 : 

Translation Service Division 
Foreign Documents Branch 

Division Chief CAF-12 

Central Intelligence Agency 

Office of Operations 

Foreign ^ocumentsBranoh 

Translation Service Division 
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Under the general supervision of the Branch ^hief, acts asChief of the 
Translation Service Division, This Division is responsible for translating 
material of interest to National Security submitted by CIA and IAC and 
material required by CIA for IAC for their departmental intelligence needs. 

The incumbent will be a qualified translator. In the capacity of Division 
Chief, the incumbent is responsible for the followings 

Receives material for translation from Branch Chief, participates in 
assigning priority and target date, and controls progress of translation 
through the Division according to priority and target date assigned. 

Responsible for progress, accuracy and quality ^3 work of Division; 
responsible for providing proper reference material for personnel of Division; 
directs as necessary the preparation of needed translation aids. 

Responsible for maintaining reoords of progress, preparing weekly P ro ” 
gross reports and answering requests for status ohecks on translations from 
Control Officer, 


Responsible for maintaining records of all projects in Division for 
purpose of cost accounting. 

Responsible for security of all material in translation in the Division, 

Edits and proofreads finished translations; checks all translations for 
clarity and exactness of meaning. 

Responsible for the good condition and, upon completion of translation, 
the prompt return of all material to the Control Office, 

Responsible for preparation for transmission of finished translation 
in standard format. 


Prepares weekly efficiency r atings for Branch Chief and periodic 
efficiency ratings for CIA personnel office. 

Makes recommendations concerning selection and assignment of personnel 
for the Division, 


Assists in such s taff studies and reports as be required by Branch 
Chief, 
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Assistant Division Chief, CAF* 




Central Intelligence Agency 
Offioe of Operations 
Foreign Documents Branch 
Translation Service Division 



Under the general supervision of the Chief, Translation Service Division, is 
full assistant to the Division Chief, acting for him in his absence and 
sharing Miii him the responsibility flor the work of the Division as follows t 

Assists the Division Chief in supervising the [ [ translation and clerical 
personnel of the Division, training and orienting new personnel, making 
efficiency reports, preparing technical translation aids, requesting supplies 
and roferenoe material and preparing progress reports. 

As direoted by Chief, supervises translation for accuraoy, correctness 
of terminology and clarity of meaning. 

Edits and proofreads finished translations. 

Supervises the abstracting of foreign documents (including microfilm) for 
the information of requesting agencies preliminary to complete translation. 

Responsible for the knowledge of interpretation of maps and charts and 
making equivalent cartographical and statistical presentations, 

Rreponsible for close supervision of clerical personnel in preparation 
for transmission of finished translation in standard format, 

* 

Performs related duties as required. 
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Clerk-stenographer, CAF-4 
Central Intelligence Agency 
Office of Operations 
Foreign Documents Branch 
Translation Service Division 


Under general supervision of Chief, Translation Servioe Division, will act 
as secretary to Division supervisor performing the following dutieB: 

Types correspondence, reports, memoranda, etc., from rough drafts in- 
volving technical material including foreign language expressions, names, etc® 

Composes and types Routine correspondence and memoranda from verbal in- 
strjiotidn or, from office records and files requiring a knowledge of the 
internal administration of Foreign Documents Branch and various relationships 
between organizations of CIA. 

Incumbent must be thoroughly proficient in shorthand and other 
secretarial duties to facilitate the rapid translation of high priority 
material and the organization of such material in standard format. 

Maintains offioe files consisting of memoranda, periodio pgogress 
reports and translation directives from Chief, Foreign Documents Branch, 

Bets up files necessary for checking in original documents, tracing 
progress of this material through the various phases of translation and 
preparing the documents for return. 

Answers routine telephone inquiries relative to business of Division* 

Performs related duties as required. 
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Central Intelligence Agency 
Off lea of Operation* 

Foreign Documents Branch 
Tran elation SerrtM Division 
Translator CAF-9 


Under the general *up*m*i©n of Intelligence Officers of hitler grade 
( Doona ent * Exploiters) , act* a* a Translator of three Oriental language* 
M four or wore European languages, anywhere in the foreign Document* 
Branch a* assigned, and perfora* the following duties: 

Head* fluently docuaent*, periodical*, newspapers, Boohs, report*, 
studies, and similar type* of documentary material written in the three 
Oriental #Sdr four or more European language*; translate* any document 
in these language* into good English pro** with equivalent English 
meaning; scans document* and make* a precis of content*; abstract* 
or summarize* document* a* required. 

Responsible for a knowledge of scientific and technical (such a* 
that encountered la the Scientific and Technical Division) or political, 
economic, social, military, para-military, topographic, etc., terminol- 
ogy la the Oriental and European language!. 

Responsible for knowledge of interpretation of maps and charts 
in these languages and makes an equivalent English cartographical and 
statistical presentation. 

Responsible for thorough acquaintance with place names, personal 
name* and surname* used in area under hi* cognizance; responsible for 
correctly Humanising and/or transliterating such names into English 
in accordance with established policies. 

Responsible for knowledge of all printod, handwritten, and all 
intermediate calligraphic forms of the languages under hi* oognisanoe. 

Responsible for knowledge of general history, culture, customs 
of people or peoples using these languages so as to employ correct 
interpretation of references, innuendos, circumlocution, elipses, 
other sppsoh form* arid idiomatic constructions; responsible for 
acquaintance with colloquialism* or patois of the languages. 

Responsible for acquaintance with and knowledge of use of gaz- 
etteers, encyclopedias, dictionaries, and other similar reference 
material written in the languages under his cognisance and in English. 

Be sponsible for knowledge of the grasaar of these languages, its 
grammatical peculiarities and syntax, modern, epistolary, and news- 
paper style of composition. 

Performs related duties as msquired. 
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Central Intelligence Agency 
©ffice of ©peration# 
foreign Documents Branch 
Translator - GAF-8 
Translation Service Division 


Under the general supervision of Intelligence ®f fiqers of higher 
grade (Documents Exploiters) , sots as a Translator ef 3 European 
languages anywhere in the foreign Document# Branch as assigned, and 
performs the following duties: 

Beads fluently documents, periodicals, newspapers, and hooks 
written in any 3 European languages; translates any document in 3 
European l ang uages into good English prose with equivalent English 
meaning; scans documents written in 3 European languages and makes 
a precis of contents; abstracts or summarises documents in the 3 
European languages as required. 

Bespoasible for knowledge of political, economic, social, military, 
para-mllitary, topographic, etc. , terminology in the 3 European 
languages and in English. 

Besponsihle for knowledge of interpreted, on of maps and charts 
in the 3 European languages and makes an equivalent English carto- 
graphical and statistical presentation* 

Responsible for thorough acquaintance with place names, personal 
names and surnames used in area under his cognisance; responsible 
for correctly Romanising and/or transliterating such names into 
English in accordance with established policlee. 

Responsible for knowledge of all printed, handwritten, and all 
intermediate calligraphic forme of the 3 European languages undsr 
his cognisance. 

Responsible for knowledge of general history, culture, customs 
of people or peoples using the languages so as to employ oorreot 
interpretation of references, innnnedos, circumlocution, ellpses, 
other speech forms and idiomatic constructions; responsible for 
acquaintance with colloquialisms or patois of the language. 

Responsible for acquaintance with and knowledge of use of gaz- 
etteers, encyclopedias, dictionaries, and othsr similar reference 
material written in the 3 European languages and in English. 

Responsible for knowledge of the grammar of the 3 European 
languages, its grammatical peculiarities and syntax, modern, epis- 
tolary, and newspaper styles of composition. 

Performs related duties as required. 
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